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About the Highway Finance Data Collection Tool
About this Guide

This guide includes procedures for the typical uses of the Highway Finance Data
Collection Tool that involve entering and viewing data for FHWA forms 531 and 532.
The guide will introduce the Highway Finance Data Collection Tool environment as
users transition from Microsoft Excel-based forms to the exclusive use of the tool.

Features

Create Financial Reports (FHWA-531 and 532) for simplified
transmission to FHWA Headquarters

The Highway Finance Data Collection Tool allows users to export 531 and 532 forms
within a single file and submit them via the Highway Finance Data Collection Tool web
site. The submittal will immediately be posted to the FHWA Headquarters and optional
notification can be sent to division offices.

Edit reports using three different modes of data entry

Wizard View — a new form of data entry that allows the user to view context-specific
field information from the Guide to Reporting Highway Statistics while entering data.

Ledger View — another new form of data entry that allows users to enter data in an
“accounting-style” view.

Import From Excel — using the Tool’s Import/Export functionality will allow users to
interact with existing 531 and 532 forms based on the Revision 12/2000 templates.

Append comments to fields

Users can easily add comments to particular field entries of the 531 and 532 forms to
explain or describe data for FHWA Headquarters.

View report validations and comments

The tool includes easy to use views of basic report validation and the ability to view field
comments.

Integrated Guide to Reporting Highway Statistics

The Highway Finance Data Collection Tool integrates the text of Chapter Eight: Reports
Identifying Highway Income and Expenditures of State Governments and Appendix A of
the Guide to Reporting Highway Statistics to provide an easily accessible reference for
entering FHWA forms 531 and 532 data.



Installation and Setup
Installing the Highway Finance Data Collection Tool

Local Installation Requirements
- Microsoft Windows 2000 Service Pack 3, XP, or higher
- Minimum RAM: 128 MB
- Recommended RAM: 256 MB
- Recommended free hard drive space: 100 MB



Installing on a Local Machine

If you are installing the Highway Finance Data Collection Tool, you must have
Administrator privileges. The installation process may require update of system files that
require Administrator rights.

Close all currently running programs and stop as many services as possible when
installing the application.

Steps
Download the application from the Highway Finance Data Collection Tool web

site (http://apps.thwa.dot.gov/hfinance/download.aspx).

1. The installation wizard program will display a welcome screen that initializes the
installation of the Highway Finance Data Collection Tool. Click the Next button.

2. In the next dialog box select the directory for the application. Accept the default
(C:\Hfinance) or select another folder and click the Next button.

Figure 1: The Destination Location dialog box appears.

InstallShield YWizand

Choose Destination Location
Select folder where Setup will install files.

Setup will ingtall Highweay Finance Data Caollection Tool in the following folder.

T inztall to this falder, click Nest. Ta install ta a different folder, click Browse and select
another folder.

Destination Folder

% HFinances Browse. ..

Cancel |

3. The next dialog displays the install settings. Click the Next button.

4. The next screen prompts you to continue with the installation. Click Next.


http://apps.fhwa.dot.gov/hfinance/download.aspx

The next dialog completes the installation wizard program. Click Finish.

. After the installation, a program shortcut will be added to the Windows Start
menu called Highway Finance Data Collection Tool. This shortcut, when
selected, will display two other shortcuts, Highway Finance Data Collection Tool
and Highway Finance Help. The Highway Finance Data Collection Tool shortcut
is used to start the application, while the Data Collection Tool Help shortcut
allows you to access the application help facilities.



Starting the Application

Whenever the application is started, you will be prompted to first log in via a login
screen. This screen displays as soon as the application starts, and will not allow access to
the Highway Finance Data Collection Tool until a user name and a password is provided.

Steps
1. Select the All Programs shortcut from the Windows Start menu. This will

display a popup menu listing various programs on your machine.
2. Select the Highway Finance Data Collection Tool item, and then click on the

Highway Finance shortcut. The application will start and the Login screen will
display.

Figure 2: The Login Screen is where users of the application provide their User Name and Password.

t§§ User Login

Highway Finance

Data Collection Tool

Yersion [ 1.0.0]

Uszer Mame:

Paszward: |

3. The first time you use the application a User Name will be provided called admin.
This is the default login account that comes with the application, and it will allow
you to access and use all functions of the program.

4. When the Login screen is opened, the last User Name used will be displayed and
highlighted in the User Name textbox. To change, type over the selected text to
replace the existing login account with another valid User Name. To add
additional users to the application, see the Changing Passwords and Creating
User Accounts chapter in this guide.



5. After a User Name has been entered, use the TAB key or the mouse to position
your cursor in the Password textbox. If you are using the default admin account,
the password has been preset to Afinance (all lower case).

Note: The default User Name provided with this program is admin. The
Password is Afinance. Both the User Name and Password are case-
sensitive.

6. Once a password has been entered, either click the OK button with the mouse, or
press the ENTER key. If the User Name entered is a valid login account and the
password is correct, the application will continue its initialization and display the
Home Page screen. See the Quick Start Tutorial in this guide to get additional
information about the Home Page.

Note: You are allowed three attempts to enter your password correctly. After the
third attempt the application will shut down if the password was incorrect.
In the event that this occurs, you will have to restart the application and
provide the correct User Name and Password when the Login screen re-
displays.

7. Clicking the Cancel button will halt the login process and shut down the
application



Configuring the Application

Changing Passwords and Creating User Accounts

A user login name and password should be set for each user of the system. There are two
kinds of user accounts in the Highway Finance Data Collection Tool: Administrator and

User.

User logins are managed with the User Administration window. This window is accessed
via the Home Page window’s menu bar Tools | Administrator | User Accounts option.

Figure 3: The Highway Finance User Administration window.

i¥§ Highway Finance Data Collection Tool

Highway Finance User Administration

Current Uzer

Logged in as: admin

Change Pazzword

Type Your Curent Paszword: |

Enter a Mew Pazsword: |

Re-enter the Mew Password: |

Adminztrator Functions Update

E xit

Passwords
Passwords are case sensitive and have a maximum length of 64 characters.

User Accounts

Individual users of the Tool should have a login that is unique. Users can set their
password and change it, but they won’t be able to change other user’s passwords.



Changing a password

Steps
1. Open the User Administration window. The window will display the current User
login.
2. Enter the current user password.
3. Enter a new user password.
4. Re-type the new user password.
5. Click Update.

The Administrator Account

The Highway Finance Data Collection Tool provides a single Administrator account with
the login, admin, which is used to create other user accounts and change passwords. The
default password for the Highway Finance Data Collection Tool is Afinance.

Administrator Functions

The Administrator account manages the user accounts for the Highway Finance Data
Collection Tool with the Administrator Functions window.

The Administrator Functions window can be accessed from the User Administration
window by clicking the Administrator Functions link.

Figure 4: The Administrator Functions link.

Highway Finance User Administration

Current Uzer

Logged in as: admin

Change Pazsword

Type Your Current Pazsword: I

Enter a Mew Password: I

Re-enter the Mew Paszword: I

Adminstratar Functions |Ipdate |




Administrator Functions involve:

- Add: Use Add to add a new user. The new user's password will be set to three
lowercase x's (XxX).

- Remove: Use Remove to remove a user.
- Modify: Use Modify to change their First or Last Name.
- Reset: Use Reset to reset a user's password to three lowercase x's (xxx).

Figure 5: The administrator functions panel of User Administration.

1 Highway Finance Data Collection Tool

Highway Finance User Administration

Uze Add to add a new user. & Enter Uzer D below or select from the List Box by
new uzer's password is zet clicking the iten:
to three lowercase W'z [xem)
Uze Remove to remove a uger. | adrin
Uze kodify to change their First First Marme:
or Lagt Mame. ’
|Jee Reset to reset a user's |
password to three lowerzase H's
[mist]. Lazt Mame:
Logged in A |
i Choose Option
] Add Hemaove | Modify e |Jpdat
Uszer Functions Pazzwaord pdate

E xit
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Using Default Information

The Highway Finance Data Collection Tool can have default information supplied for
repetitive form heading information in FHWA-531 and 532 forms.

The User Configuration window can manage default information. This window is
accessed via the Home Page window’s menu bar Tools | User Configuration option.

Figure 6: The User Configuration window.

¢f1 Highway Finance Data Collection Tool

Highway Finance User Configuration

Set Default Filer Information for Financial Reports

Select State:

First Last
Filer M ame: |Default Ll zer
State Office: |FH'w'A HO

Ernail &ddress: | defaulti@ftwa, dot. gov

Feporting Period

&+ Calendar " Fizcal Reporting Maonth

Save | E xit
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Quick Start Tutorial

The following tutorial has been designed to give you confidence when creating your first
Financial Report. You begin by learning the basic concepts, logging-in, creating a new
report, adding accounts, and editing field items using the Wizard View and Ledger View.

Before You Begin

This tutorial assumes that you are familiar with State forms and data collected by the
Federal Highway Administration’s Office of Highway Policy Information. If you are not
familiar please refer to the integrated help from the Guide to Reporting Highway
Statistics.

Data entered in this tutorial is intended for instruction only.

Figure 7: The Highway Finance Data Collection Tool Home Page window.

t1 Highway Finance Data Collection Tool - Home Page

File Tools Help
Highway Finance Data Collection Tool
Home Page
State: California
Actions | |Helpful Links
{reate Flew Hepark OHP Wwieb Site
Open E wisting Beport Guide To Reporting Highwsay Statiztics [On-ine]
Impiort/E wport Highway Finance Data Collection Tool Web Site
Account Management
Mew Lzer Setup
Other Reports | |Repn:urt Deadlines
‘W alidation Report Calendar vear Reporting Deadline: April 1
Comment Feport Fizcal vear Reporting Deadline: Januan 1
Uzer: admin Friday. February 07, 2003
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Creating the Report

A Financial Report is your combined forms FHWA-531 and 532 that will be sent to
FHWA Headquarters when you have finished entering your data. Throughout this
tutorial you will be inputting data for both forms in the Financial Report and view that
data as you would in the individual forms.

1. Click the Create New Report link on the Home Page.

Figure 8: The Create New Financial Report window is displayed.

t§1 Highway Finance Data Collection Tool

Highway Finance Data Collection Tool
Create a New Financial Report

Setup Your Combined 531/532 Financial Report

Specify a Mew Financial Report Mame and the Reporting Year:
Feport Mame: [ Feporting “rear: Mz -

Accept or Change the User-defined Figld: Below:

First Marne: |Defau|t State [42bama j

Last Mame: |L|ser

State Office: |FHW.-'1'~ H

Email Address: |defau|t@fhwa.dut.gov
Specify Reparting Period

&+ Calendar " Fiscal

Mext Add Accounts = Exit

The Create New Financial Report window contains a number of fields that
identify the report for a particular State in a particular year.

These fields include:

1. State (State): the State that the report is filed for.

2. Report Name: a unique identifier (like a file name) that allows the Tool to
reference the report.

3. Reporting Year (Year Ending): the year that the report is filed for.

4. Filer First Name (Prepared By): the report filer’s first name.

5. Filer Last Name (Prepared By): the report filer’s last name.

6. State Office (Information From the Records Of): the office responsible for

filing the report.
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7. E-mail Address*: the electronic mail address for the person filing the report.

8. Reporting Period (month): if the report is filed based on data from a calendar
year the default Reporting Period is December; if it is based on a State fiscal
year you must set the fiscal year Reporting Period (AKA. month).

Note: Items listed in parentheses are the names under which the data captured
would be found on an Excel-based form 531 or 532.

The asterisk (*) indicates an optional field.

2. Enter your information where appropriate or accept the defaults. Name the report
“QuickStart”. Click the Next: Add Accounts link.

Adding Accounts

Figure 9: The Account Manager window is displayed.

t§§ Highway Finance Data Collection Tool - Account Manager

Highway Finance Data Collection Tool

Account Manager

Master List | Ecit Master List | Report Name [ HuickStart DDefauls |
Highway Sinking Fund S Add > Municipalities and Counties
Matar-Carier Fund State Department of Transportation
Mun!c!pal!t!es ) State Treazurer
b unicipalities and Counties < Remove

Public Road and Bridge Fund
Public Service Commizzion

State Department of Aeranautics
State Department of Transportation
State General Fund

State Highway Fund

State Public Road and Bridge Fund
M w

e

Clzar

Usze Defaults Add/Edit Description  Save To Defaults

Filkers Selected State Account Description
By State: .l’-‘«labamD j
By Source: | All- j

Select Praject Ment: Select Farm » E zit

The Account Manager window will show a Master List of accounts on the left,
which could be filtered by State and/or source. The default setting of the account
list will be filtered by the State entered on the Create New Financial Report
window.
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On the right side of the window, two tabs will be displayed. The first will be
labeled with the name of the Financial Report given in the Create New Financial
Report window. The second is the Default Financial Report tab, which contains
any account labels that you may wish to save for later reuse.

Note: For more information on the second tab and other features of the Account
Manager window refer to the Account Manager section of the User’s
Guide.

With the tab labeled with the name of your Financial Report selected, select an
account from the Master List with your mouse and click the Add button.

The account will be added to your account list.

Repeat step three for as many accounts as you wish, and click the Next: Select
Form link.

Preview Spreadsheet

Figure 10: The Spreadsheet Preview window is displayed.

t¥1 Highway Finance Data Collection Tool - Preview L @g|
A
Farm Apgrovedd
Thiz public report burden for this information collection is estimated to average 40 hours, OB Mo, 2125-0032
State:
Alabama
STATE HIGHWAY INCOME YE&R EMDING

(mimdyyeyy):
1242002

IMFORMATION FROM THE RECORDS OF: PREFARED BY:

FHMA, Hi Default User

B_1. State motor-fuel taxes B.6. Funds from FHWA (ldentify by purpose)

a. Total Distributed (from FHWA-556, a. Highway ourpose

ftem 2k i s

b.’ Adjustmerts Due To Timing b. Transit purpose

differences

c. Less Collection Costs Mot Shown

an FHYA_S5E c. Total, FHWA-531, B 6

d B.7. Funds from other Federal agencies (ldentify

) by agency)
s 5. Federal Transit Admin.- Highway
) purpose
f. Met Income, FHWYA-531, B4 k. Federal Transt Admin.- Transit
purpose
~  hlatimmal Hialboaeas Teaffime Tafatuo b
Show preview of . Open form for editing

Form |G 3 - Feport Mame:  QuickStart

== Open
* Page One [Summary]

" Page Two [Detai) Vi FHwAG31 = |/ Ledger (+ ‘Wizard E it
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The Spreadsheet Preview window allows you to view the forms of the Financial
Report in an MS Excel table format. The page one information of form FHWA-
531 is displayed by default. You may view page two of the same form by clicking
the Page Two (Detail) option. Changing the display to view form FHWA-532 is
done by selecting it within the Form drop-down list.

5. With form FHWA-531 page one showing select the View option Wizard (will be
selected by default unless changed). Click the Open button.

Wizard Data Entry
Figure 11: The Wizard View window is displayed.

¢§§ Highway Finance Data Collection Tool - Wizard View El|§|g|
)

Instructions for Form FHWA-531

Item B.1. State motor-fuel taxes

Recard the net amount of State revenue that was raized from State taxation of motar-fuels. Met motar-fuel revenues
are directly related to the taxation on the highway uze and highvevay users of gazoline, gazohol and special fuelz az
reported on form FHWWA-SSE,

The revenue distributions represented in this tem should correspond to information provided on State revenue
distributions in table MF-108 in Highwvay Taxes and Fees, How They Are Collected and Distributed or to current
statutes where they supplant those intakle MF-106.

The detail for thiz item assists in reconciling forms FHWA-356 and FHWA-331 . If form FHWA-536 iz not available at b
Current Form Current Form [tem |B_1_ Matar Fuel Tanes ﬂ Show Pane 2
Yiews

ficcount Manager [temn Surnmary [Section B1] --» Click 'Edit’' to enter valuas ar 'Mext' ko continue

| e Views ltems | Total A Edit

B.1.a. MF Total Diztributed 30
Spreadszheet Preview B.1.b. MF Adjustments Due to Timing Differe.. $0
B.1.c. MF Less Callection Costs £0 |:|
B1ld ME|aes Obthar lbam [ DNats Lol 5
Help Total [B.1. Net Income, FHwA-531. B 1]~ | 30
Help with D ata Entry
<< First < Previous | Mext » | Lazt »» |
Exit |

The Wizard View window is one of the three ways to enter data using the
Highway Finance Data Collection Tool. The Wizard View shows help from the
Guide to Reporting Highway Statistics to assist you when entering field data.
Using the Wizard View you can fill out both forms of the Financial Report. The
display will show page one of form FHWA-531 field items starting with section
B.1 — State Motor Fuel Taxes.
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6. Select item B.1.a. — MF Total Distributed from the sub-item list view. Click the

Edit button.

Figure 12: Section panel displaying B.1 —

State Motor Fuel Taxes items.

[tern Surmmarny [Section B1] -

Click 'Edit' to enter values or 'Mest' to continue

[tems

| Tatal

B.1.a MF Total Distributed
B.1.b. MF Adjustmentz Due to Timing Differe. ..

B.1.c. MF Less Collection Costs
Bi1d MFIlecs Other ltem [1 Data

Al Edi |

$0
0

0 |

Tatal [B.1.F Het Income, FHWA-S31, B.1] -

0

The sections panel contains an Edit,

and Clear button. Edit will allow you to

open the Item panel for data entry for the selected sub-item. Clear allows you to
delete the selected field item’s data values.

Important Note:

When performing data entry using the Excel worksheets,

FHWA-531 field items B.1.c and B.2.c were entered as a
positive value and the formulas in the spreadsheet
subtracted the values from the net amounts. In the Highway

Finance Data

Collection tool, you must enter the values for

items Bl.c and B.2.c as a negative number.

When entering negative amounts, precede the amount with
a minus sign (-).

box. Click the Done button.

Enter 71000 (without the dollar sign or commas) in the Enter Dollar Amount text

Note: Do not use commas as a placeholder for amounts greater than one
thousand. Instead of typing 1,000 simply type 1000. In addition, use only

whole dollar amounts.

Figure 13: The Item data entry panel.

Section ltem [B1a]

| Daone |
Enter tatal revenue from Form-556, item 8.
| Clear |
Enter Dollar Amount; |1 Qo0 | Cancel |

Enter Comments [optional]: |

.

The section will be updated with the value you have entered and the calculated

section total.
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10.

1.

12.

Note: The Comments text box will allow you to apply any specific comments to
the field for the FHWA headquarters analyst to review. Click the ellipses
button next to the comment field to open the Comment window.

Figure 14: The Comment text box (and ellipses button).

Enter Comments [optional]:

Figure 15: The Comment window.

¥i Comments
Highway Finance Data Collection Tool
Comment Entry

&

Enter Commentany Below:

Thiz iz a comment for the "QuickStart" tutorial

| Save | Cancel

Click the Next button or Current Form Item drop-down list to maneuver to the
next field item. Enter a new value.

Note: Clicking the Next button will cause the data entry done in the panel to be

saved.

To move back to a previous field item, click the Previous button.

To move to the first field item on the current form page, click the First button.

To move to the last field item on the current form page, click the Last button.

Figure 16: Field Navigation buttons

First

Presviouz

M ext | Last

Figure 17: Form Navigation controls

Current Form FHAS3

-

Current Form [tem

E.1.a. MF Tatal Distributed

=

Show Page 2

When you have completed your data entry for page one field-items, click the

Show Page 2 link.
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13. Select the first section sub-item (4.1 — Balance Reported at End of Prior Year)
and click Edit.

Page two field-items include an Accounts panel to display the values for a given
field, based on individual accounts.

Figure 18: The Accounts panel

T enter data zelect an account below and click 'Edit’.

Account Mame | Aot | | E dit |
Highwway Trust Fund
kd etrorail /b etrobus Account $0

| Clear |
Sub-Total [41] > | 40 | st |

14. Select one of the accounts added in the prior Account Manager window. Click
Edit.

15. Enter a value in the Dollar Amount text box. Click Done.

16. When you have entered a few more test values, click the Spreadsheet Preview
link to view the data that was entered.

17. In addition to the Spreadsheet Preview Link, the Wizard View also provides other
links to related screens. These include the following:

- Account Manager Link Opens the Account Manager window
- Ledger View Link Opens the Ledger View data entry window
- Spreadsheet Preview Opens the Spreadsheet Preview window
- Change Report Details Opens the Report Details window
- Help With Data Entry Opens the Help Facility
Figure 19 — Links to Other
Windows
Views

Account b anager
Ledger Wiew

Spreadzhest Preview

Change Beport Detailz

Help
Help with Drata Entry
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Ledger Data Entry

18. View page two data and return to the Ledger View window by selecting the view
option Ledger and clicking the Open button.

Figure 20: The Ledger View window is displayed.

1 Highway Finance Data Collection Tool - Ledger View |'._||E|r5__(|
FHWA-531 Page 1
Description Total Funds |I_\
B_1_ Motor Fuel Taxes —

E_1.a. MF Total Distributed 1,000
BE_1.b_ MF Adjustments Due to Timing Differences n
BE_1.c. MF Less Collection Costs L]
BE_1.d. MF Less Other Item D Data n
E_1.e. MF Less Other Item E Data | P
State: Alabama Financial A eport: QuickStat Show Page 2
Eé‘r'l[s”t FHWA-F] - Reparting ‘ear: 122002
Current Form [tem: |B.1.a. MF Total Distributed |
—Views
Account Manager Section: B.1.a. MF Total Diginbuted
sfizard Vi Dollar Amount Comments

1000

Spreadsheet Preview

—Help
Help with Data E ntry

¢ Previous Clear | | Save | Mewt > |
Edit Comments Exit and Save » E it

The Ledger View is another way the Highway Finance Data Collection Tool
allows you to enter field data and comments.

19. Enter/edit a value in the Dollar Amount column and click the Next button. To
enter data, type directly into the Section data grid cells. You can enter the dollar
amount of the item being reported and append comments. The Clear button will
clear any values in the currently selected row of the Section data grid. To save
your work you can click the Save button or simply navigate to another field item
using the navigation controls.

You can move with the data grid by selecting a cell with your mouse, using the
Tab key or navigation arrows — the Enter key will not move the cursor.

20



Note: Do not use commas as a placeholder for dollar amounts greater than one
thousand. Instead of typing 1,000 simply type 1000. In addition, use only
whole dollar amounts.

Figure 21: Data entry controls.

| Section: B.1.a. MF Total Distrbuted
| Drallar Arnant | Comments

4 1000

< Previous | Clear | Save I Mest »

Figure 22: Navigation controls.

State District of Columbia  Financial Beport QuickS tat Show Page 2
Form IFHWA-E?I - | FReporting vear: 122002
Current Form Section [B.1.2. MF Tatal Distributed |

To maneuver to other fields, you may use either the Next and Previous buttons or
select form sections in the Current Form Item drop-down list. To enter data on a
specific page of the form, click the Show Page 1/Show Page 2 link to select the
desired page. You can choose what form you wish to edit by using the Form
drop-down list.
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20. The Ledger View also provides other links to related screens. These include the

following:
- Account Manager Link
- Wizard View Link
- Spreadsheet Preview
- Change Report Details
- Help With Data Entry

Figure 23 — Links to Other
Windows
Yiews

Account b anager
Ledger Wiew

Spreadzhest Preview

Change Beport Detailz

Help
Help with Drata Entry

Opens the Account Manager window
Opens the Wizard View data entry window
Opens the Spreadsheet Preview window
Opens the Report Details window

Opens the Help Facility
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Managing Existing Financial Reports

21. When data entry is completed click the Exit button to return to the Home Page

window.

The Home Page window will be displayed.

Now that you have a Financial Report with data recorded in the forms you can
open the report again, preview the data with the Spreadsheet Preview screen, or

delete reports by clicking the Open Existing Report link.

Figure 24: The Open Existing Report window is displayed.

Open Existing Report

Filter by *v'ear: | &l - ﬂ | | 2= p e
Report M ame | “r'ear Ending | State Modified Date | Create
[ QuickStart 12/2002 alabama  12/23/2002 8., 12422
4 ¥
File Mame: |E!uiu:k5tart Open
Yigw: |FHW.-*-.-531 j ¢~ Ledger @ “Wizard Cancel
Report |
FHwA-532

22. Select the Report option from the View drop-down list. Click Open.

The Spreadsheet Preview window is displayed.

You may enter either data entry view as shown previously or click the Cancel

button to return to the Home Page window.

23. Click the Cancel button to return to the Home Page window.
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Preparing Reports for Submittal to FHWA

Once you’ve completed a Financial Report you may submit it to FHWA
Headquarters using the Submit Form window.

24. Click the File | Prepare Submittal menu option.

Figure 25: The File menu

FIEN Tools  Help

T kel
2pen Chrl+0
Import/Export

Prepare Submittal

Exit

Figure 26: The Submit Form window appears.

¢} Highway Finance Data Collection Tool - Submit Form |:||E|E|

—1. Select a Completed Form

“Year: ooz State: Alabama Select Form ‘

—Z. Savethe Repot

|C:"-,H FinancetAlabama_2002 XkL Save File ‘

Yalidation B eport

Form 531 Validations

Form 831 (B1 and B1F) - State Motor-fuel Taxes:
ltern B1 and B1F are not equal. Make the necessary adjustments to balance these amounts. If
thiz is not possible, please add an explanation in the comments section,

Form 531 (B2 and B2F) - State Motaor Vehicle, Matar Carrier and Driver License Taxes, Fees,
Etc.:

4

—3. Upload File
Click. on the link below and upload the XML file containing your report.

http: // apps flwsa dot gov/HFnance E xit

The Submit Form window prepares your financial report for transmission to the
Highway Finance Data Collection Tool submittal web site.
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Submittal preparation is done in three steps:
1. Select a completed form.
Click the Select Form button to browse existing reports.

2. Select a location on your file system to save the report.
Click the Save File button to choose file location. The default name of the
file will be the State name immediately followed by the year of the report.
The report will display some validation warnings in the Validation Report
area of the Submit Form window if there are any perceived problems with
the form 531 and 532 data.

3. Upload the saved file to the Highway Finance Data Collection Tool
submittal web site.
If your machine has Internet access, clicking the link shown in the bottom
left corner of the form (http://apps.fhwa.dot.gov/hfinance/upload.aspx)
will open the submittal website. Otherwise, go the address shown and
follow the instructions to upload your completed report.

Note:
DO NOT ACTUALLY SUBMIT DATA FROM THIS TUTORIAL.

Figure 27: The Highway Finance Data Collection Tool submittal web site upload page.

PN  U.S. Department of Transportation OHPI

Federal Highway Administration Office of Highway Policy Information
Highway Finance Data Collection Tool Release VYersion

Upload Submittal File

To upload Forms 531-532 submissions:

1. Click the Browse' button below to select the file from your compiiter
2. Select the submission file and click 'OK

Latest 3. When vour submission file appears in the text box below click Upload'
Cownloads
Mote: Cnly form submissions produced by the Highway Finance Data Collection Tool
o will be retained,
of Practice . .
File to Submit: |CiDacuments and SettingsikwheelerDesktopiDistric Browse. |
Comments; Test submittal for "Quick Start"” tutorial. ;I
Upload
Submittals
[
FHWA Division Office |
Email Address;
2 FHWA U, S, Departrment of Transportation - Federal Highway Administration August 26, 2002

25. This is the end of the Quick Start tutorial.
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http://apps.fhwa.dot.gov/hfinance/upload.aspx

Other Features

This section covers the other features available with the Highway Finance Data
Collection Tool.

Import/Export

This feature allows you to import Excel worksheets, export to Excel worksheets, or
import XML.

1. Click the Import/Export Link on the Home Page.

Figure 28: The Import/Export window is displayed.

tF Import/Export

Highway Finance Data Collection Tool
Import{Export
Select the operation vou wizh to perform:
Export To Excel | [mport From &L Import From Excel
Exit |
A

The Import/Export window initially contains four buttons that allow you to import
excel, export to excel, import XML or exit the window.
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Importing Data from an Excel Worksheet

To import data, it must meet the following requirements:
- The data to be imported must be an Excel 2000 (or later version) worksheet.
- The worksheet must be either the FHWA-531 or FHWA-532 worksheet, revision
12/2000.

1. To import data, click the Import From Excel button.

Figure 29: The Import/Export window with Import button highlighted.

t Import/Export

Highway Finance Data Collection Tool
Impor/Export

Selectthe operation you wizh to perform:
Export To Excel | Import From =L Import From E scel /

Exit |
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Note that the fields on the Import from Excel window are empty. Most of these fields will
be extracted from the worksheet being imported and are used to create the Financial
Report in the Tool.

These fields include: (The corresponding field names on the FHWA-531/532
worksheets are in parenthesis).

- State (State): the State the report is associated with.

- Month Ending (Month): the month reported.

- Year Ending (Year): the year reported.

- State Office (information from the Records Of): the office responsible for filing
the report.

- Filer First Name (Prepared By): the report filer’s first name.

- Filer Last Name (Prepared By): the report filer’s last name.

The Report Name field is a unique identifier (like a file name) that allows the Tool to
reference your report. You will complete this field after the data is imported.

Figure 30: The Import from Excel window.

8 Import/Export

Highway Finance Data Collection Tool
Importfrom Excel

Steps: 1. Click Import from Excel' 2. Yerify Information 3. Select Report Mame 4. Click 'Finizh'

Heading Infarmation l Page I:Ine] Page Two .ﬁ.ccuuntsl
Fepart Marme: | J &dd to existing report [
State: | ~| Import from E xcel

Month Ending: ~ | “fear Ending: Firizh |

State Office: |
Filer First M ame: | < Back |
Last Mame: | Exit |

2. To begin the import process, click the Import from Excel button.
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3. Click the file you wish to select. The file name will display in the File Name field.

Figure 31: The Open File window displays.

Look, jn: |E} HFinance j IiF "

D mes

MyRecent  |37532,x1s

Documerts :1{ 2003C0551 ,xls
7“[_: 3200300532 s
Dezktop

W3

My Documents

M

by Computer

@

My Netwark  File name: |2003C0531 #ls = gpen |
Places
R Cancel

Files af type: | Microzaft Excel file [*.xlz)

4. Click the Open button.
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5. Once the worksheet has been selected for import, most fields will now be complete.
These fields are extracted from the worksheet being imported and are used to create
the Financial Report in the Tool.

Figure 32: The Import from Excel window re-displays.

¢¥} Excel Import/Export

Highway Finance Data Collection Tool
Import from Excel

Steps: 1. Click Impart from Excel’ 2. Werify Information 3. Select Repart Hame 4. Click Finish'

Heading |nformation ] Page I:Ine] FPage Twu:u] .-'lu:u:u::unts] | FORM-531 |
Fepart M ame: | J &dd o existing repaort [
State: ||:,:,|,:,ra.:|.:, j | Irmport from Excel |

Month Ending: |7 » | fear Ending: | 2003 Finizh |

State Office: |I:|:|I|:|ra|:||:| ooT

Filer First M arne: |Zig < Back |

Last Marme: |Magee Exit |

6. Type a report name in the Report Name field. The Report Name is a unique
identifier that allows the Tool to reference the report. You may also add to an
existing report. If you are adding to an existing report, follow steps 7 and 8.
Otherwise, proceed to step 9.

Note: The Add to existing report feature is used when you wish to add FHWA-
532 expenditure data to an existing report that contains only FHWA-531
income data (or vice versa).

7. To import data into a report that already exists in the Tool, click the Add to existing
report check box and click the ellipsis button to the right of the Report Name field.

Figure 33: The ellipsis button and the Add to existing report check box.

Repart Mamne: ' Add bo existing repart [+

30



8. Select the report you wish to add to by clicking on it, and then click the Select button.

Figure 34: The Select Report for Submittal window.

Select Report for Submittal |£|
Filter by Year: |- All- - | = }<_|
Report Mame | “ear Endingl State | Modified D ate | Create
[ Coloz003 0742003 Colorado  1/24/200312.. 1724/
£ 1T ] )
File M arne: ||:D|,:,2|:||:|3 & elect
WiEw; I Repart j Cancel

Figure 35: The Report Name field shows the report name after being selected from the Select
Report for Submittal window.

Report Mame: | Colp2003 I_I &dd to existing report v
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9. If any of the filer information (State, Month and Year Ending, State Office, Filer First
and Last Name) on the file being imported is different than the filer information on

the existing report, you will be prompted to choose which information to use.

Figure 36: The Import from Excel window after fields have been filled in.

4 Excel Import/Export EI |§|g|

Highway Finance Data Collection Tool
Import from Excel

Steps: 1. Click 'Impart from Excel’ 2. Werify Information 3. Select Report Mame 4. Click 'Finish'

Heading Information l Page One | Page Twao .-*-.u:u:u::unts]

Feport Mame: ||:,:,|.:.2|:||:|3 J Add to existing repart [

State: |I:|:|I|:|ra|:||:| j [mport from Excel |

Month Ending: |7 | Tear Ending: 2003 Finizh |

State Office: ||:.;.|.;.ra.j|:. Dot

Filer First Mame: [John < Back |

Last Name: [Public Exit |

A

10. At this point, if you wish to change the State, use the State drop down combo box and

select a new State.

11. To change the Month or Year Ending date, use the Month Ending drop down combo
box to select a new month; over type a new value in the Year Ending field to replace

the year.

12. To change the State Office, Filer First, or Filer Last Name, simply overtype these

fields with the new information.
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13. Click the Finish button. The data has now been imported into the Tool.

14. To review the data imported, you may select either the Page One or Page Two tabs (If
you added to an existing report, you can also use the Open Existing Reports link
from the Home Page to review the entire report). The Page One and Two tabs only
display the data that was imported.

15. The Accounts tab will display all accounts associated with the file that was imported.

Figure 37: The Import from Excel window showing Page One data.

¢4 Excel Import/Export EI |§| PX|

Highway Finance Data Collection Tool
Import from Excel

Steps: 1. Click Impart from Excel’ 2. Werify Information 3. Select Report Name 4. Click 'Finish'

Heading Information PHQEDHEF‘age T .-*-.u:u:u::unts] FORM-531

FOBRM-531 Page One ltems

Location | Cell Hame Apnount -
3 B10 a. Total Diztibuted [from FHW.A-B5E, [tem 8] 2300

B11 b. Aduztments Due To Timing differences 23500

B12 . Less Collection Costs Mot Shown on FHW AR FEON

B13 d. Other [Specify] 1]

B14 e. Other [Specify] 1]

B15 f. Metlncame, FHWwWA-531, B.1 33400

B1a a. Total Distributed FHwWA-5EE, kem Sk 1]

B19 b. Aduztments Due To Timing differences 1]

BZ0 . Less Collection Costs Mot Shown on FHWA-5 0 ﬂ
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Exporting Data into an Excel Worksheet

Data exported will be written to the FHWA-531 and FHWA-532 worksheet in Excel
2000 format.

1. To export data, click the Export To Excel button.

Fi

8 Import/Export

Highway Finance Data Collection Tool
Import{Export

Selectthe o 1 izh to perarm:
Expart To Excel Irmpart From kL Irmpart From E xcel

Exit |
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The Export to Excel window allows you to export income (FHWA-531) and
Expenditure (FHWA-532) data from the Tool into an Excel worksheet.

Figure 39: The Export to Excel window is displayed.

4 Excel Import/Export

Highway Finance Data Collection Tool
Exportto Excel

Select the Report to export
Select file narme and location for 531 and 532 output
Click the 'Export' buttan

1. Select Repart pou wizh to Export

| Select Report |
2. Form 531 Export File Mame:
| Browze |
3. Form 532 Export File Mame:
| Browze |

Export to Excel |

¢ Back N Esit |

A

2. Select the Report you wish to export by either typing in the report name in the Select
Report you wish to export field, or click the Select Report button to find the report.
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3. Ifyou click the Select Report button to find the report, the Select Report for
Submittal window will be displayed.

Figure 40: The Select Report for Submittal window.

Select Report for Submittal

Filter by vear: | S/ ERM ~ e X
Fepart Hame | ear Ending| State | Moadified D ate | Creat
[ Colazo03 072003 Colorado 1/24/200312..  1/.24/
[ testCO 07/2003  Colorado

D TestCO2 0742003 Calorada

< | >

File Marne: ||:,:,|,:,2|:||:|3 el

Wisw: | Feport ﬂ Cancel

4. Click on the report you wish to export. The report will be highlighted and its name
will be displayed in the File Name field.

5. Click the Select button.
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When the Select Report for Submittal window closes, the Export to Excel window will
re-display, showing the report you selected.

Figure 41: The Export to Excel window showing a report name.

tFY Excel Import/Export

Highway Finance Data Collection Tool
Export to Excel

Selectthe Report to export
Selectfile narme and location for 531 and 532 output
Click the 'Export' button

|_L Sslesteportyoremisk-ia Export

(: ]EDIDEEIEIE Select Repoart |
2 Form it FTame:
] Browsze |
3. Form 532 Expart File M ame:
] Browse |

Export bo Ewizel |

< Back | Exit |

A

6. When you export, both income (FHWA-531) and expenditure data (FHWA-532) will
be exported into Excel worksheets, therefore you must supply a file name for each
worksheet. These are supplied in the Form 531 Export File Name and Form 532
Export File Name fields.

7. Inthe Form 531 Export File name field, type in the path and the name of the file you
are about to create, or use the Browse button to specify where the new file will be
written.

8. In the Form 532 Export File name field, type in the path and the name of the file you
are about to create, or use the Browse button to specify where the new file will be
written.

Note: If you provide a file name only (and do not supply the path) in the Form

531 Export File or the Form 532 Export File fields, the files will be
stored in the path defined by your Excel application.
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9. When the Browse button is used, a Save As window displays, allowing you to specify
the location and name of the new file.

10. Type a file name in the File Name field (in this example the name is 2003Export531),
and click the Save button.

the export destination file name.

Save in; |IﬂHFinance _*_J = ¥ ER-
L (v
Lﬁ 37531 1l

MyRecent 387532415

Documents 3¢9 00300531 s
T ¥ 200305321l
Dezktop

\$

by Documents

=
-z
N
=
i
T

My Network — File name: |2003E #port531 = save |
Places
Save as ype: | Microzaft Excel file [*.xlz) LJ Cancel
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11. After providing the file names, the Export process is ready to begin. Click the
Export to Excel button. A message box stating the process was successful will
display when the export process is complete.

Figure 43: The Export to Excel window with all fields completed. The Export to Excel button is
highlighted.

i Excel Import/Export

Highway Finance Data Collection Tool
Export to Excel

Select the Reportto export
Select file narme and location for 531 and 532 output

Click the 'Export' buttan

1. Select Repart you wizh to Export

|EDI02EII]3 Select Repart |
2. Form 531 Export File Mame:
|E: YHFinance 2003E xport531 xlz Browze |
3. Form 532 Export File Mame:
|I::HHFinanceHlZElElSE:-:pu:urt532.:-:ls Browse |

E wport to E rizel |

< Back | Exit |

11. To view the Excel worksheets, use Microsoft Excel to open the files.
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Importing Data from XML

Data will be imported from an XML file and can be accessed as a report from the Data
Collection Tool.

1. To import data from XML, click the Import From XML button.

Figure 44: The Import From XML window. The Import XML button is highlighted.

t Import/Export

Highway Finance Data Collection Tool
Impor/Export

Selectthe operation you wizh to perform:

Export To Excel | Irnpart From =ML Import From E scel |

Click Impert XML to begin - Gpnrt AL )

Imparted State: |

Imparted Repart Mame: |

< Back Exit |

2. Click the Import XML button.
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Open

ty Fecent
Dacuments

L

Deszktop

=

\

by Documents

Mo

tdy Computer

@

by Hetwark,
Places

Figure 45: The open XML file dialog window.

Loak jn: | = Temp

Iy Crystal il California_z00
ICCwsTest
|)DatabaseTest
[C)ExamTest
|C)FTPExplorer_Betaz
|=hgraphics
|E|HFinanu:e

I html_help_dema
ICMSProject200z2

[T Policy

I TestUI

kvt

ICversionl.0
Ihvs5Test
IyWinCys136

File narne: |Ealifnrnia_2|:||:|2.KML

-

Files af type: |><ML file: [*.wml]

El

Open |
Cancel

3. A dialog window will appear for you to select the XML file that you would like to
import. Select the file and click Open.
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Figure 46: Confirmation that the xml file has been imported.

¢ Import/Export

Highway Finance Data Collection Tool
Import{Export

Select the operation vou wizh to perdorm:

Expart To Excel | Irnpart Fram ML Irmpart From Excel |
Click Import XML to begin > Import L |
|mported State; |Ealifu:urnia
|mported Beport Mame: |Test

Import Complete

< Back | Exit |

A

4. After the XML file is imported, you’ll see an Import Complete window.
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Change Report Details

This feature allows you to change the detail information for any Financial Report you
have created. This feature can be accessed from the Ledger or Wizard view data entry
screens. It is the last link in the View box on the lower left hand side of the screen.

Figure 47 — View Box that contains

the link to Change Report Details

—Views
Account Manager

Ledger Wiew

Spreadshest Preview

Change Beport Details

1. Click the Change Report Details link

Figure 48: The Change Report Details window is displayed.

t¥4 Change Report Details

Edit the detail properties of your report. Click Ok to save changes.

Beport Name: | SRR Reporting Year: | 2qn3 -

Filer's First Mame: |J ahn Last Mame: |Pyblic

State Dffice:  [Califomia DOT tate | Calforia Bd

Email Address: |iuhn.public@dut.state.us
|’Hepnrting Pernod

" Calendar ™ Figcal |Ju|_l,l ﬂ

2. You have the option of changing any of the fields displayed on this window.
Modifiable fields are as follows:

- Report Name The Name of the Financial Report

- Reporting Year The Reporting Year of the report

- Filer’s First or Last Name The report filer’s First and Last Name
- State Office The State Office filing the report.

- State The State whose data is being reported
- E-mail Address The filer’s e-mail address

- Reporting Period The reporting period of the report
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3. Enter the new information in the fields you wish to change and then click the OK
button. If you decide not change any report details, click the Cancel button. Note
that if you cancel, the application will prompt you before discarding the changes.

4. Once you have exited the window, the Ledger or Wizard View window will

redisplay. If you have changed any of the report details, the changes will now be
reflected in your report.
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